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NAVMC 11793 (Rev. 10-12) (EF)
ADMINISTRATION DIVISION CHECKLIST
1. Does the Admin Division maintain the following files and logs, current Table of Organization (T/O's / BIC's) for the MAG and Squadrons? (2-1.3.A.1, 2-1.4)
 Adobe LiveCycle Designer 9
2. Does the Admin Division maintain personnel file? (2-1.3.A.2, 2-1.5)
3. Does the Admin Division maintain correspondence file? (2-1.3.A.3, 2-1.6)
4. Does the Admin Division maintain an ALIMS Directives Library and Locator File? (2-1.3.F, 2-1.12)
5. Does the Admin Division maintain a correspondence archives? (2-1.3.I, 2-1.6)
6. Does the Admin Division maintain an administrative Reports Control System? (2-1.3.J, 2-1.16)
7. Does the Admin Division maintain a file for authority/appointment letters and messages? (2-1.3.K, 2-1.17)
8. Does the Admin Division maintain NTCSS related technical publications? (2-1.13)
9. Does the Admin Division maintain a turnover binder that contains a quarterly review sheet and the minimum required entries?  (2-1.3.L)
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